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Complying with Welsh Language Standards:

Future Generations Commissioner for Wales

Welsh Language Standards

The Welsh Language (Wales) Measure 2011 is the legislation that created the Welsh language
standards. It is a legally binding framework that all public organisations in Wales must follow to
make sure that the Welsh language is treated no less favourably than English.

1.

2.

3.

The Future Generations Commissioner for Wales is required to comply with specified Welsh
Language Standards (the Standards) as set out in the Compliance Notice issued by the Welsh
Language Commissioner.

The Standards explain how organisations are expected to use the Welsh language in
different situations to ensure that the Welsh language is not treated less favourably than the
English language.

The relevant Standards fall into four categories:

o service delivery standards — applying, for example, to correspondence with the
public, the publication of reports, guidance and research, the organisation of events,
and engagement activities;

o operational standards — applying, for example, to recruitment processes, staff
policies, training opportunities and the use of Welsh in the workplace; and

o policy making standards — requiring consideration of the effects of policy decisions,
strategic plans, programmes and initiatives on opportunities for people to use the
Welsh language and on treating the Welsh language no less favourably than the
English language.

o Record keeping standards - requiring the organisation to maintain records that
demonstrate compliance with the Welsh Language Standards, including records
relating to complaints, policy-making activities, Welsh language skills, training, and
recruitment decisions, and to support monitoring, reporting and continuous
improvement.

The Future Generations Commissioner for Wales is required to comply with the Welsh
Language Standards in accordance with the compliance dates specified in the Compliance
Notice issued by the Welsh Language Commissioner. The Compliance Notice is published on
our website.

The Compliance Notice sets out 168 Standards which the Future Generations Commissioner
for Wales must comply.

The Future Generations Commissioner for Wales and the team are committed to ensuring
that people are able to access our services, engage with our work and communicate with us
in either Welsh or English. Compliance with the Standards, introduced under the Welsh
Language (Wales) Measure 2011, demonstrates our continuing commitment to
strengthening our bilingual services and creating opportunities for people to use Welsh in
their interactions with the organisation. The Welsh language also plays an important role in
supporting our commitment to the Well-being of Future Generations (Wales) Act 2015,
particularly the goal of “A Wales with a vibrant culture and thriving Welsh language.”
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These arrangements will be reviewed annually and updated as required by the Director of External
Relations and Culture.

Governance and Oversight

The Future Generations Commissioner has established the following arrangements to oversee
compliance:

e Strategic oversight by a member of the Senior Leadership Team. This role will be undertaken
by the Director of External Relations and Culture.

e Adesignated Welsh Language lead responsible for coordinating compliance and promoting
good practice. This role will be undertaken by the Executive Assistant to the Future
Generations Commissioner for Wales.

e Regular reporting on compliance, performance, complaints, risks and improvement actions
to the Audit, Risk and Assurance Committee.

o  Welsh language compliance incorporated into staff induction and performance management
processes.

e The Commissioner must also produce an annual report in relation to each financial year,
detailing the ways in which the Commissioner has complied with the Standards to which
it is subject.

e The Senior Leadership Team are updated as to our compliance arrangements. They are
alerted to any decline in our performance via our indicator which focuses on the number of
complaints we receive.

e A quarterly meeting of the Welsh Language Standards Working Group will review progress
and address issues and escalate matters to the Commissioner, as appropriate.

e The Deputy Commissioner will hold responsibility for complaints made against the
organisation regarding compliance with the Welsh Language Standards.

e To ensure our outputs are fully bilingual, the Future Generations Commissioner uses a range
of translation suppliers. The organisation’s translation workflow is coordinated by the
Executive Assistant to the Future Generations Commissioner for Wales.

Summary

The Commissioner is committed to providing a fully bilingual service and proactively promote the
use of Welsh. Here’s what you can expect from us:
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Corresponding and contacting us via telephone:

e We welcome correspondence in Welsh.

o If we receive correspondence in Welsh, we respond in Welsh. Corresponding with us in
Welsh will not lead to a delay in responding.

e When you contact us via telephone you can choose to speak to us in Welsh.

e If you would like to speak to a specific member of staff about a certain issue in Welsh and
that staff member does not speak Welsh they will offer to transfer you to a colleague who
does.

Meetings, events and training:

¢ When inviting you to a meeting or event we will ask whether you would like to contribute in
Welsh and provide simultaneous translation for those who do not understand Welsh.

¢ We welcome contributions in Welsh at all our meetings and events.

e QOurlearning programme includes Welsh language courses on various topics.

Communication, Marketing and Publicity

e All our publications and marketing materials are produced bilingually as one document
where possible.
e Our website is bilingual and we also post on social media in Welsh and English.

Service Delivery Standards

The Service Delivery Standards (Standards 1-82) set out how the Commissioner must provide
services in Welsh and ensure that the Welsh language is not treated less favourably than English.
These standards cover areas including correspondence, telephone calls, meetings, public events,
publications, forms, the website, social media, reception services and procurement activities. The
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Commissioner is committed to delivering high-quality bilingual services and enabling people to

engage with the organisation in Welsh if they wish.

Activity

Arrangements

Lead Responsibility

Correspondence

Members of the public, stakeholders and public
bodies may correspond with the Commissioner in
Welsh or English. Corresponding in Welsh will not
lead to delay. Standard templates, email footers and
correspondence guidance support compliance.

Staff will record language preference on Dynamics,
accessible to all staff.

Staff are advised to issue bilingual correspondence
when an individual’s language preference is
unknown.

Staff have been provided with a logo and wording
for their email signatures which indicate that they
are happy to be contacted in either Welsh or English.

Director of External
Relations and
Culture

Telephone Calls

Staff receiving public calls are trained to ensure
Welsh language enquiries can be managed
appropriately (including transferring calls to Welsh
speaking staff, as required).

Director of External
Relations and
Culture

Meetings

Individuals are invited to state their language
preference when arranging meetings. Translation
and simultaneous interpretation are provided where
required. Meeting organisers ensure language
requirements are considered at planning stage.

Staff are reminded to encourage participants at the
start of a meeting that the use of Welsh language is
welcomed.

Director of External
Relations and
Culture

Events (and
Workshops)

Events organised by the Future Generations
Commissioner are generally not open to the public —
our conferences and seminars are mostly attended
by officers from other Welsh public sector bodies.

Despite this, however, all our events are bilingual.
Materials are always issued bilingually — prior, during
and after an event — and a language choice is offered
to all attendees.

Registration processes include questions on language
preference.

Director of External
Relations and
Culture
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Materials and presentations are available in Welsh
and English.

Language choice is offered to all contributors to
events.

Staff are reminded to encourage participants at the
start of the event that the use of Welsh language is
welcomed.

Consultations,
surveys and

Consultation documents, surveys and stakeholder
engagement materials are produced bilingually.

Director of External
Relations and

Publications published prior to the imposition date
are being reviewed to inform readers that the
document is also available in Welsh.

research Responses are welcomed in Welsh or English. Culture
Published All published Future Generations Commissioner for Lead:
Documents Wales documents are bilingual. Communications

Website and Social
Media

The Future Generations Commissioner's website and
social media channels are fully bilingual.

Welsh content is published simultaneously with
English.

Responses to social media posts are responded to in
the language communicated with.

Our Communications Co-ordinator (website and
social media) is fully aware of the requirements
under the Standards.

Lead:
Communications

Media Relations

Press releases, statements and media materials are
issued bilingually.

Welsh-speaking media outlets are supported
through proactive communications.

Lead:
Communications

Education Offer

Any education course we offer to the public will be
offered in Welsh.

All material associated with the Future Generations
Leadership Academy will be bilingual.

Director:
Implementation and
Impact.
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Policy Making Standards

The Future Generations Commissioner for Wales is required to comply with Standards 84-93, which
require consideration of the impact of policy decisions on opportunities to use the Welsh language
and on treating Welsh no less favourably than English. The Commissioner will integrate Welsh
language considerations into its policy development, strategic planning, research, consultation and
decision-making processes. Records of compliance activities will be maintained in accordance with

the Record Keeping Standards.

Activity

Arrangements

Oversight

Assessing the
impact of new and
revised policies

When developing, reviewing or revising policies,
strategies, programmes or guidance, the
Commissioner's Office will consider the potential
positive and adverse effects on opportunities for people
to use Welsh and on treating Welsh no less favourably
than English.

Welsh language considerations will form part of the
organisation's impact assessment process.

Deputy
Commissioner
and Director for
Health

Consultations

Consultation documents relating to policy decisions will
consider and seek views on the impact of proposals on
opportunities to use Welsh and on treating Welsh no
less favourably than English. Consultation respondents
will be invited to suggest ways of increasing positive
impacts and reducing adverse impacts.

Director of
External Relations
and Culture

Director: IT and
Digital

Research and
evidence
gathering

Where research is commissioned or undertaken to
inform policy decisions, consideration of the potential
impacts on the Welsh language will be embedded
within the research design, methodology, findings and
recommendations where relevant.

Deputy
Commissioner
and Director for
Health

Relevant Director

Strategic planning
and organisational
decisions

Welsh language considerations will be integrated into
strategic planning, business planning, service design,
communications planning and major organisational
change programmes.

This will ensure that opportunities to use Welsh are
considered from the earliest stages of decision-making.

Future
Generations
Commissioner for
Wales

Senior Leadership
Team

Monitoring and
assurance

Compliance with the Policy Making Standards will be
monitored through internal governance arrangements.

Welsh language impact assessments and related
documentation will be retained to demonstrate
compliance and support continuous improvement.

Director of
External Relations
and Culture

Deputy
Commissioner
and Director for
Health
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Operational Standards

The Operational Standards (Standards 94-139) relate to the use of the Welsh language within the
workplace and the rights of staff to use Welsh in their employment with the Future Generations
Commissioner's Office. These standards cover areas including recruitment, staff policies, training and
development, internal communications, workplace systems, and employment procedures. The
Commissioner's Office is committed to creating an environment where the Welsh language can
flourish and where staff are supported to use and develop their Welsh language skills.

Activity Arrangements Lead Responsibility
Internal Use of Staff are encouraged to use Welsh in the workplace | Director: People
Welsh and in communications with the organisation in

accordance with the Welsh Language Standards. Director of External

Relations and Culture
The Future Generations Commissioner has a policy
on the usage of the Welsh language internally. This
policy has been co-produced by staff.

It contains references to the rights that staff have
under other operational standards, such as the
right to use the Welsh language as part of any
grievance or disciplinary procedures.

Developing staff The Future Generations Commissioner for Wales Director: People
language skills has conducted an assessment of employees’ Welsh
language skills through self-assessment.

Staff are aware, via staff inductions and the Welsh
Language Policy of the availability of the Welsh
language training on offer.

The Senior Leadership Team has approved a
procedure by which basic language training,
awareness training, and further training
opportunities are on offer to all staff.

Training courses are regularly advertised on our
internal communications platforms.

Recruitment Recruitment processes comply with Welsh Director: People
Language Standards.

Welsh language skills are assessed ahead of
recruitments.

Staff Policies All HR policies are available in Welsh. Director: People
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Staff Forms and
Workplans

We have asked all staff members whether they
wish to have their employment contract in Welsh.

We have asked all staff members whether they
wish to receive paper-based correspondence
relating to their employment and addressed to
them personally in Welsh.

We have asked all staff members whether they
wish to receive paper-based correspondence
relating to their training needs or requirements in
Welsh.

We have asked all staff members whether they
wish to have documents outlining their
performance objectives in Welsh, and we will
provide documents in Welsh if that is their wish.

We have asked all staff members whether they
wish to have documents outlining their career plan
in Welsh, and we will provide documents in Welsh
if that is their wish.

We have asked all staff members whether they
wish to receive forms recording and authorising
annual leave, absence from work, and flexible
working hours in Welsh.

Director: People

ICT and Digital
Tools

Welsh language software and digital tools are made
available to staff, including Welsh language
proofing and language support applications
including the Cysgliad package, and Microsoft
Office in Welsh.

Director: Finance and
IT

Internal
Communications

Key internal communications, staff updates and
organisational announcements are issued
bilingually.

Lead:
Communications

Director: People
Future Generations

Commissioner for
Wales

Signhage

Internal and external signage is bilingual, with
Welsh displayed no less favourably than English.

Director: People

Lead:
Communications

Record Keeping Standards
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The Record Keeping Standards (Standards 141-148) require the Commissioner to maintain records
that demonstrate compliance with the Welsh Language Standards and support monitoring, reporting
and continuous improvement. These standards cover complaints, policy-making activities, workforce
Welsh language skills, training, and recruitment records relating to Welsh language requirements.
The Commissioner is committed to maintaining accurate and robust records to evidence compliance

with its Welsh language duties.

Activity

Arrangements

Oversight

Complaints relating
to Welsh Language
Standards

The Commissioner will maintain a central record of
all complaints received relating to compliance with
the Welsh Language Standards.

Copies of written complaints and records of actions
taken in response will be retained in accordance with
the organisation's records management procedures.

Annual reports will include information on
complaints received relating to Welsh Language
Standards compliance.

Deputy
Commissioner and
Director for Health

Complaints relating

The Commissioner will maintain records of all

Deputy

Language Skills

of employees' Welsh language skills and proficiency
levels.

Data will be reviewed and reported annually to
support workforce planning and service delivery
requirements.

to the Welsh complaints relating to the Welsh language, whether Commissioner and
language or not they relate specifically to compliance with the | Director for Health
Welsh Language Standards.
Records will be reviewed periodically to identify
themes, risks and opportunities for service
improvement.
Policy Making Records will be maintained of the steps taken to Deputy
Standards comply with the Policy Making Standards, including Commissioner and
Welsh language impact assessments, consultation Director for Health
exercises, research evidence and consideration of
effects on opportunities to use Welsh.
Staff Welsh The Commissioner will assess and maintain records Director: People

Welsh Language
Training

Records will be kept of Welsh-medium training
provided, staff attendance at Welsh-language
training courses, and participation rates in Welsh-
medium learning opportunities.

Director: People
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Welsh Language
Requirements in
Recruitment

The Commissioner will retain records of Welsh
language assessments undertaken for new and
vacant posts and maintain annual records of posts
categorised as Welsh essential, Welsh to be learnt,
Welsh desirable or Welsh not necessary.

Director: People

Complaints

The Future Generations Commissioner welcomes feedback regarding compliance with Welsh

Language Standards.

Complaints relating to the Welsh language will:

e Be acknowledged promptly.

e Beinvestigated in accordance with the organisation's complaints procedure.

e Be reported to senior management to inform continuous improvement.
e Be used to identify trends, risks and opportunities for improvement.

Complaints or concerns relating to the Welsh language will follow the timetables and steps
highlighted in the Complaints Policy.

You can find the Complaints Policy here.

The Commissioner will ensure that the investigating officer will consult any relevant legislation

before deciding whether the service area has acted in accordance with legislative requirements or in

accordance with approved policies and procedures.

Complaints relating to the Welsh language and possible lack of compliance with the Welsh Language

Standards are by the Deputy Future Generations Commissioner and staff from the directorates or

service areas concerned. Staff will follow this approach when dealing with any complaints relating to
the Welsh language.

If you have a complaint about the Welsh language or any other Welsh language issues, you can
contact the Deputy Future Generations Commissioner, contactus@futuregenerations.wales

If you feel that the complaint was not resolved satisfactorily or that someone is interfering with your

freedom to use the Welsh language, you can exercise your right to complain directly to the Welsh

Language Commissioner. You can contact the Welsh Language Commissioner through:

Call: 0845 6033221

Email: post@comisiynyddygymraeg.org

Website: https://www.welshlanguagecommissioner.wales/

Continuous Improvement
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The Commissioner is committed not only to complying with the Welsh Language Standards but also
to promoting and celebrating the Welsh language as a key component of Wales's cultural, economic,
social and environmental well-being, demonstrating a leadership role aligned with the vision of the
Well-being of Future Generations Act.
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